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OPNAV 5210/77 (MAY 2013))
OPNAVINST 5210.20
RECORDS MANAGEMENT SELF ASSESSMENT CHECKLIST
PART I - RECORDS MANAGEMENT PROGRAM ADMINISTRATION
   1.  Has a Records Manager/Officer been appointed in writing to DON/AA DRMD per OPNAVINST 5210.20?
   2.  Does the command have the following references or knowledge of where these reference can be found?
 
        a.  SECNAVINST 5210.8D, Department of the Navy Records Management Program, 31 December 2005.
        b.  SECNAV M5210.1, Department of the Navy, Navy Records Management Program, Records Management Manual, 16 November 2007.
        c.  SECNAV M-5210.2, Department of the Navy, Standard Identification Codes (SSIC) Manual, 25 July 2008.
        d.  DON CIO Memorandum, Department of the Navy Electronic Records Management and Record Electronic Mail (E-Mail) Management, 
             15 June 2007.
        e.  OPNAVINST 5210.20, Navy Records Management Program.
         f.  DON CIO Memorandum, DoD-Wide Digital Signature Interoperability, 05 May 2006.
 
       (Note:  SECNAV instructions and manuals are available at http://doni.documentservices.dla.mil/default.aspx; the DON CIO Memo is available on 
        http://www.doncio.navy.mil/Main.aspx.)
   3.  Have all personnel received records management training? (OPNAVINST 5210.20 para 25))
 
       (Note:  Four web-based training courses are available at Navy Knowledge Online (NKO):  Records Management in the DON: Everyone's Responsibility; DON Records Management: Advanced Topics; TRIM via the NMCI (Entry), and TRIM  via the NMCI (Advanced).  To access these courses, log on to NKO (http://www.nko.navy.mil/), under “Learning”, select “Navy e-Learning”, select “Browse Categories”, select “Department of the Navy (DON) Training”, and select the DON Records Management training subcategory.)
   4.  Vital Records Plan
 
        (a)  Does the activity have a Vital Records Plan incorporated into their Continuity of Operations (COOP) plan? (SECNAVINST 5210.8D, para 6k, SECNAV M-5210.2, Chap 1, para 2d, and SECNAV  5210.1, appendix (H))     
          (b)   Is the Vital Records Plan reviewed annually? (SECNAV M-5210.1,  appendix (H) and OPNAVINST 5210.20 para 19)
   5.  Does the organization maintain records in a manner sufficient to provide evidence of functions, policies, procedures, decisions, organization, and operational, logistical, and support transactions? (SECNAV Instruction 5210.8D, para 6a)       
PART II - RECORDS KEEPING REQUIREMENTS
   6.  Are classified records appropriately stored?        
   7.  Is access to classified records appropriately controlled? (SECNAV M-5210.1, Part 1, para 4)
   8.  Are incidents in which records are accidentally destroyed reported to the OPNAV/DNS-5? (SECNAV M-5210.1, Part. 1 and Chap 2, para 1)
PART III - RECORDS FILING PROCEDURES
   9.  Are Standard Subject Identification Codes (SSICs) assigned to all records? (SECNAV M-5210.2, Introduction, para 1 and Chap 2, para 1, and OPNAVINST 5210.20)
 10.  Activity File Plan  
 
       (a)  Does each activity have a file plan? (OPNAVINST 5210.20 para 24b(10) and para 24e(12)(a))
       (b)  If yes to 10a, is the file plan reviewed annually? (OPNAVINST 5210.20 para 24b(10) and para 24e(12)(a))
 11.  Does the activity file plan contain a list of record categories, disposition dates for each record file, record type and or group? 
(SECNAV M-5210.2, para 4 Introduction and OPNAVINST 5210.20 para 10a)
 12.  Have cut off dates (e.g., general correspondence files at the end of each calendar year and budget and accounting file at the end of each fiscal year) been established?  (SECNAV M-5210.2, Chap 1, para 5 and SECNAV  M-5210.1, Part 1, para 11a(1))
 13.  Is there a procedure in place for keeping track of documents removed from the files?  (SECNAV M-5210.2, Chap 1, para 4)
 14.  Are personal papers clearly marked as such and filed separately from the official records of the office?  (SECNAV M-5210.1, Part 1, para 14b)
PART IV - RECORDS DISPOSITION PROGRAM
 15.  Is an annual inspection and review of records disposal procedures conducted to ensure the:
 
        (a)  Records disposal and retention procedures are current, adequate, understood, and applied regularly and effectively. 
(SECNAV M-5210.1, Part I, para 5)
         (b)  Proper retention standards have been applied to all records? (SECNAV M-5210.1, para 5)
  16.  Are appropriate disposal actions applied promptly to eligible records? (SECNAV M-5210.1 Part 1, para 7s, Part 1 para 3b(3), Part 1 para 7f(1)(c))
       (a)  Are records with expired retention periods destroyed?  Except ones subject to litigation and other freezes and holds.  
(SECNAV M-5210.1, Part 1, para 3(3))
       (b)  Are long-term temporary records (more than 10 yrs) not eligible for destruction transferred to the appropriate Federal Records Center (FRC)?  
(SECNAV M-5210.1, Part 2, para1, para 6e(3))
       (c)  Does the command properly review SF 135s prior to granting concurrence to destroy via NA Form 13001, Notice of Intent to Destroy Records?  
(SECNAV M-5210.1, Part 1, para 9)
       (d)  If received, does the command coordinate and send NA Form 13001s to the OPNAV/DNS-5 for approval?
       (e)  Are permanent records identified, marked, and transferred to the FRC? (SECNAV M-5210.1, Part 2, para 1a)
       (f)  Are records stored at an FRC destroyed when eligible? (Except ones subject to litigation and other freezes and holds)
  17.  Are the appropriate provisions and procedures followed when transferring records to the FRC?  (SECNAV M-5210.1, Part 1, para 7a and 8, and Appendix A)
        (a)  Does the activity retain copies of the SF 135s? 
(SECNAV M-5210.1, Part 1, para 7a and 8, and Appendix A)
  18.  Does the local record storage area at the activity exceeds 25,000 cu. feet? (SECNAV M-5210.1, Part 1, para 12a)
        (a)  If yes to 18, does the local record storage area comply with the requirements of SECNAV M-5210.1, appendix F? 
  19.  Are electronic records, including record e-mails, saved in an ERMA (i.e. TRIM)? (SECNAV M-5210.2, Introduction, para 3)
        (a)  If yes, are they linked to a disposition authority within that ERMA? (SECNAV M-5210.2, Introduction, para 3)
  20.  Are records management requirements incorporated in automated information systems throughout development and redesign in coordination with acquisition and requirements organizations? (SECNAVINST 5210.8D, para 7a(6))
  21.  Are records not covered by the retention standards in Part 2 of SECNAV M-5210.1 retained as permanent and reported to the echelon 2 Records Manager via chain of command to DON/AA DRMD? (SECNAV M-5210.1, Part 1, para 4 and OPNAVINST 5210.20 para 7c)
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